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DPS Town Square Building Evacuation Team, 9/9/2011 
 

(FW) denotes also a Floor Warden 
 

Incident Commander:Peter Acosta –TSQ Security Mgr. 
 
DPS Liaison Team: Jerry Rosendahl 
 Bob Dahm 
 Pat Sheehan 
 Becki White 

 
DPS Checkpoint Leader: Jason Amborn 
 Backup: Checkpoint #3 

 
Checkpoint 1:Jeff Fuller (FW) 
 Backups:  Rayah Barton (FW) 
  Kay Hamann (FW) 
 
Checkpoint 2:Keith Rauen 
 Backups:  Kevin Palmquist 
 Cynthia Palmer-Rangitsh 
 
Checkpoint 3:Pete Rowan 
 Backups: Jon Nisja 

Samantha Thomas (FW) 
  Sean Mangan (FW) 

 
Checkpoint 4:Nick Freeman 
 Backups:  Front Desk Staff: 

 Kay Hamann, Jenny Bakalich, 
 Vernitta Hambrick, 
 Connie Mattson, Div backup 

 
Checkpoint 5:  Brad Peters 
 Backups:  Annette Wuertz 
 Al Erickson (FW) 
 Tracy Krempel (FW) 
 
Mobility Impaired Group Leaders: Skyway – TSQ Security 

Street – Sandra Wintz 
 Nathan Lind 
Concourse – Jon Sorlie 

 Nathan Lind 
 
**** Note:  All radios should be set to Channel 1 **** 
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Town Square Floor Wardens 9/9/2011 
® Denotes radio holder 
 
Alcohol & Gambling (#3) – Al Erickson ®, Tracy Krempel  
 
Communications (#22) – Desiree Quinn, Kristine Chapman 
 
DVS  Admin / Records (#11) – Tom Nash, Cynthia Palmer-Rangitsch ® 

Cashiers (#16) –Chris Henke, Sharyl Miller 
Data Imaging (#10) – Jeanne Malack, Karen Regan, Jim Miller 
Dealers / Prorate (#6) – Lisa Kelley, Tim Thompson, Jay Vang 
Driver Compliance (#4) –Debra Mazurkiewicz, Linda Degidio, Lori Gunderson 

 Fines / Investigation (#5) – Jeff Fuller, Pat Donnell 
Front Counter (#7) – Gil Platt ®, Mindy Croft ®, Phil Luna 
Mail Room (#17) – Kathy Haapala, Nancy Hood, Jill Blaisdell 
Public Info Center (#14) - Dan Stluka, Tami Stockero, Marie Hanna 
Title & Reg (#12) – Rayah Barton ®, Tom Schouweiler 
 

Emergency Communications Network (#18)– Carol Schmidt, Mary Kay Frisch 
 
Fire Marshal/Pipeline (#20, 21) –Dave Stegura, Sean Mangan ® 
 
Fiscal & Admin Services (#19) – Rita Wurm ®, Gaylene Langer, Rita Strafelda 
 
Homeland Security (Skyway #1) – Kammy Huneke, Kathy Gaida  
Homeland Security (Street #2) – Noah Kafumbe, Theresa Prouty, Barb Fonkert 

SEOC – Karise Goelz, Mark Kam 
 

Human Resources (#8) –Mike Hutchings, Patricia Bennett 
 
Mobility Impaired (#27) – Skyway – TSQ Security ® 

Street - Sandra Wintz ®, Nathan Lind ® 
Concourse – Jon Sorlie ®, Nathan Lind® 
Buddies – assigned by Floor Wardens 

 
OTSS/MNLARS (#13) – Michelle Lanigan, Marc Klein, Patty Hunter 
 
State Patrol (#15) – Samantha Thomas ®, Kristen Ware 
 
Traffic Safety (#9) – Bob Hoemke, Donna Malon 
 
5th Flr – IA (#24) – Angela Geraghty ®, Cassandra O’Hern 
 
10th Flr – Commissioner (#25) – Nancy Reissner, Tamara Bohmert ® 
 
23rd Flr – OJP (#26) – Rita Joyce, Danette Buskovick, Cathy O’Bryan ® 
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Floor Warden Duties 
 
Things to do before a building evacuation takes place: 
 

• Familiarize yourself with all the possible emergency exits in your area 
• Work with supervisors to make sure that all the employees in your area of 

responsibility are aware of the following items: 
1. Where the closest emergency exits are located 
2. Where to go to find their designated building evacuation staging area 
3. Do not close any office door – let the floor wardens do that so they know the 

space has been checked 
4. Once you have exited the building go to the nearest crosswalk in order to cross 

the street and get to your staging area 
5. Once in your staging area – keep in a group so that additional evacuation 

updates can be disseminated quickly and effectively 
6. Do not return to the building until the “All Clear” is announced 
7. Upon returning to the building report any problems to your floor warden 

 
• Be aware of any employee in your area who is mobility impaired.  Assign a “buddy” 

to assist that person during a building evacuation.  Be sure the employee and the 
buddy know that they do not initially leave the building, but should report to the 
designated Mobility Impaired Staging area for your floor. 

 
Things to remember during a building evacuation: 
 

• Ensure to the best of your ability that all staff and visitors in your assigned area are 
proceeding to the nearest exit(s) 

• Check to see that any employees with mobility disabilities and buddies are proceeding 
to their designated staging area 

• Keeping personal safety in mind, make one sweep through your area to ensure that no 
one is left behind 

• Do not forget to check conference rooms, work rooms, storerooms and rest rooms in 
your designated area 

• Close the door as you check a room so your co-wardens know it has been checked 
• Do not prop any doors open that have automatic closers 
• Once the space is clear, proceed to the nearest safe exit and go directly to your 

assigned checkpoint to report the status of your area 
• Use the full name of your section when reporting to a checkpoint.  Ex. “Public 

Information Center” not “PIC” 
• Remain near the checkpoint to assist as needed until the “All Clear” is given 
• Provide assistance as needed for a safe return back into the building 

 
Things to do after a building evacuation is safely over: 
 

• Collect any reports of problems or unsafe situations that occurred during the 
evacuation 
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• Report these findings to the Safety/Facility personnel for correction 
 
At all times – remember to STAY CALM
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Mobility Impaired Emergency Exit Plan as of 10/6/2006 
Plan A: 
 
Floor warden(s) check the assigned area and insure that Mobility Impaired Group is 
accounted for. 
Individuals with limited mobility leave their work stations and wait for the group under the 
skylight. 
Once all the individuals with mobility disabilities are accounted for, the group moves together 
to the glass elevator exit. 
Group takes glass elevator to Street Level. 
Group exits building via drive thru or cedar street doors. Floor Warden decides based on 
crowd and circumstances. 
Floor warden leads group to assigned rally point on Cedar Street. 
Floor warden should recruit add’l buddies at rally point if needed. 
Floor warden reports exiting status to Check Point #1. 
Check Point #1 reports floor warden’s info to Fire Command. 
Floor warden remains near the Check Point person for updates. 
 
Plan B: (if glass elevator is not an option) 
 
Floor warden determines who can and cannot take the escalator to Street Level. 
Floor warden assigns a buddy(s) to the employee(s) who are unable to use escalator. 
Floor warden sends non escalator employee(s) and buddy(s) to dock with instructions to 
remain there for pickup by Fire Dept. 
Floor warden leads remaining group up escalator to Street Level. 
Group exits building via drive thru or Cedar Street doors. Floor warden decides based on 
crowd and circumstances. 
Floor warden leads group to assigned rally point on Cedar Street. 
Floor warden should recruit add’l buddies at rally point if needed. 
Floor warden reports exiting status to Check Point #1 including the names of the employees 
waiting on the dock. 
Check Point #1 reports floor warden’s info to Fire Command. 
Fire Command reports to St Paul Fire Dept and assistance to the dock will be immediately 
dispatched. 
Floor warden remains near the Check Point person for updates. 
 
Plan C: (If waiting on dock is not an option) 
 
Employees sent to dock area must head to one of two building freight elevators. The closest 
one is about 100 feet east of the dock. This elevator requires a DPS access card to operate. 
The other one is about 600 feet from the dock in the south west corner of the Concourse. 
Take one of these freight elevators to Street Level. 
Go to nearest emergency exit on Street Level. 
Report to the nearest Check Point. 
Check Point reports info to Fire Command. 
Fire Command reports to St Paul Fire Dept. 
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Check Point #1 should be monitoring all radio communication and reports new info to floor 
warden. 
 
Employee(s) and buddy remain near check point for updates. 
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VIII. GOALS AND TIMETABLES 
 
 
Women 

 

 
  

EEO Job Group Number 
Underutilized

Goal Timetable 

Officials/Administrators 
 0   

Professionals 
 10 4 2012-2014

Technicians (Includes 
Paraprofessionals) 10 2 2012-2014

Protective Services: 
Sworn 64 5 2012-2014

Protective Services: 
Non-Sworn 0   

Office/Clerical 
 0   

Service Maintenance 
 0   
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Minorities 
EEO Job Group Number 

Underutilized
Goal Timetable 

Officials/Administrators 
 1 1 2012-2014

Professionals 
 0   

Technicians (Includes 
Paraprofessionals) 0   

Protective Services: 
Sworn 15 5 2012-2014

Protective Services: 
Non-Sworn 0   

Office/Clerical 
 0   

Service Maintenance 
 0   
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People with a Disability 
EEO Job Group Number 

Underutilized
Goal Timetable 

Officials/Administrators 
 0   

Professionals 
 4 2 2012-2014

Technicians (Includes 
Paraprofessionals) 10 2 2012-2014

Protective Services: 
Sworn 30 1 2012-2014

Protective Services: 
Non-Sworn 0   

Office/Clerical 
 13 3 2012-2014

Service Maintenance 
 0   
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Analysis 
An analysis of the Department’s hiring over the past two years indicates that a substantial number of positions arefilled by both 
internal and external applicants.  The Department first completed the utilization analysis using the 2000 census data.  Because the 
census data is now out of date, the Department also conducted a two-factor analysis utilizing both internal data and the external census 
data.  A comparison between these two methods demonstrated that the two-factor analysis appears more representative of the 
Department’s applicant pool.  The internal and external hiring information unfortunately is not detailed information.  However it still 
appears more accurate than the general 2000 census data.   

An analysis of the EEO job groups indicates that most of the feeder groups are within the same EEO job group.  For example, most 
Trooper positions are initially hired from an external applicant pool.  There are some that come from internal feeder groups such as the 
Technicians job group but the number is so small as not to be significant.  However, all promotions within the sworn positions up to 
the rank of Major are all internal applicants.  This occurs all within the same EEO job group.  Other positions were analyzed with a 
similar result.  While the initial hire may be external, all other movements appear to be internal.  Therefore, using worksheets from the 
Minnesota Department of Human Rights, a weighted percentage was assigned to internal and external availability.   

The Department’s appointments of non-academic unlimited employees in FY2012 report provided by Minnesota Management and 
Budget that was used for the two-factor analysis does not break down the Protective Service job group by Sworn and Non-Sworn.  
However, the U.S. Census does separate this information by Sworn and Non-Sworn and the availability percentages for women and 
minorities vary significantly between Sworn and Non-Sworn jobs.  Because the two-factor analysis requires an external availability 
percentage to complete the analysis, the Department averaged the U.S. Census percentages between Sworn and Non-Sworn for 
women and minorities respectively, and used the average percentage as the external availability to conduct the two-factor analysis.  To 
ensure that these figures had merit, they were compared with the census data as well as other information.  For example, in the 2010-
2012 Affirmative Action Plan, the Department explained that using EEO Residence Data Results for Minnesota by Census Occupation 
Code “Police Officers,” the availability percentage for minorities was 7.5%.  Using the two-factor analysis for the Protective Services 
EEO category resulted in a 7.42%.  These figures are sufficiently similar that it validates the two-factor methodology used by the 
Department. 

When 2010 census data becomes available, the Department will reanalyze the data to determine that the most representative figures 
are being used.  In addition, the Department will continue to work with Minnesota Management and Budget (MMB) to develop 
accurate data for the internal availability information. 
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Women 
According to the utilization analysis, our agency’s workforce is underutilized in the Professionals job group by ten women, in the 
Technicians job group by ten women and in the Protective Services, Sworn job group by sixty-four women.  Based on our analysis of 
the conditions in the agency, we do not expect these job groups to grow significantly in the next two years.  We anticipate hires in 
these job groups will be for replacement purposes only.  As openings occur, we will make a good faith effort to recruit and hire four 
women in the Professionals job group, two women in the Technicians job group and five women in the Protective Services, Sworn job 
group in the next two years.  We will use the recruitment plan cited in our Affirmative Action Plan to accomplish this goal. 

Job Group Protected Group Number 
Underutilized Goal Agency Considerations Timetable Methods 

Professionals Women 10 4 Growth and Expansion, 
DPS Workforce Plan 2012-2014 See AAP, 

Recruitment Section 

Technicians Women 10 2 Growth and Expansion, 
DPS Workforce Plan 2012-2014 See AAP, 

Recruitment Section 

Protective 
Services: Sworn Women 64 5 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 
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Minorities 
According to the utilization analysis, our agency’s workforce is underutilized in the Officials and Administrators job group by one 
minority individual and fifteen minority individuals in the Protective Services, Sworn job group.  Based on our analysis of the 
conditions in the agency, we do not expect these job groups to grow in the next two years.  We anticipate hires in these job groups will 
be for replacement purposes only.   As openings occur, we will make a good faith effort to recruit and hire oneminority individual in 
the Officials and Administrator’s job group and five minority individuals in the Protective Services, Sworn job group in the next two 
years.  We will use the recruitment plan cited in our Affirmative Action Plan to accomplish this goal. 

Job Group Protected Group Number 
Underutilized Goal Agency Considerations Timetable Methods 

Officials & 
Administrators Minorities 1 1 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 

Protective 
Services, Sworn Minorities 15 5 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 
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Persons with a Disability 
According to the utilization analysis, our agency’s workforce is underutilized in the Professionals job group by four individuals with a 
disability, in the Technicians job group by ten individuals with a disability, in the Protective Services, Sworn job group by thirty 
individuals with a disability and in the Office/Clerical job group by thirteen individuals with a disability.  Based on our analysis of the 
conditions in the agency, we do not expect these job groups to grow in the next two years.  We anticipate hires in these job groups will 
be for replacement purposes only.  As openings occur, we will make a good faith effort to recruit and hire twoindividuals with a 
disability in the Professionals job group, two individuals with a disability in the Technicians job group, and three individuals with a 
disability in the Office/Clerical job group in the next two years.  Given the job requirements of the Protective Services, Sworn job 
group, it is extremely difficult to recruit and hire individuals with a disability.  As such, a goal of one has been established at this time.  
We will use the recruitment plan cited in our Affirmative Action Plan to accomplish this goal. 

Job Group Protected Group Number 
Underutilized Goal Agency Considerations Timetable Methods 

Professionals Persons with a 
Disability 4 2 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 

Technicians Persons with a 
Disability 10 2 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 

Protective 
Services, Sworn 

Persons with a 
Disability 30 1 

Essential Functions of 
the Position, DPS 
Workforce Plan 

2012-2014 See AAP, 
Recruitment Section 

Office/Clerical Persons with a 
Disability 13 3 Growth and Expansion, 

DPS Workforce Plan 2012-2014 See AAP, 
Recruitment Section 
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IX. AFFIRMATIVE ACTION PROGRAM OBJECTIVES 
 

1. Continue to provide education to Department supervisors and managers about 
Affirmative Action and their responsibilities in implementing the Affirmative Action 
Plan. 

 
2. Make training available to all new employees about respectful communication and each 

employee’s responsibility to ensure a workplace free from discrimination, harassment, 
fear and violence. 

 
3. Provide training to all employees about the complaint and investigation procedures. 

 
4. Provide training to all employees in topics including respectful communication, cultural 

awareness, and effective communication strategies with limited-English speaking or deaf 
or hard of hearing customers. 

 
5. Continue the active participation of the Director of Internal Affairs/Affirmative Action as 

a member of the Alliance for Cooperation and Collaboration in Employment and State 
Services (ACCESS), a coalition of Affirmative Action Officers and Human Resource 
Directors throughout the State to share, discuss, establish and implement the best 
practices in diversity, equal opportunity and affirmative action efforts. 

 
6. Require supervisors to discuss an employee’s career targets and goals and document them 

as part of their annual performance evaluations.  This is used to determine specific 
development and training opportunities to enhance the employee’s development and 
skills to increase retention and promotional development. 

 
7. Participation by the Minnesota Department of Public Safety in career fairs and 

community events such as those identified in Section XII to demonstrate its commitment 
to diversity recruitment and hiring, recruit potential applicants and promote public safety 
education. 

 
8. Support the Minnesota State Patrol’s recruitment efforts which focus on recruiting 

women and people of color to pursue careers in law enforcement and employment with 
the State Patrol.  These efforts include visits to schools, colleges, community 
organizations, job fairs and military career fairs. 

 
9. Partner with community organizations to demonstrate the Department’s commitment to 

diversity recruitment, to enhance community relationships and increase the number of 
qualified diverse applicants. 

 
10. Create and support pre-law enforcement opportunities (high school academy, student 

worker, public safety officer, internships) to encourage students to pursue law 
enforcement and criminal justice careers and provide work opportunities to students 
interested in law enforcement. 
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11. Support and evaluate the State Patrol’s efforts to increase diversity in its applicant pool 
by using the Law Enforcement Training Opportunity (L.E.T.O.)  now referred to as the 
pre-academy process to provide educational training sufficient to meet Peace Officers’ 
Standards and Training (“P.O.S.T”) licensing requirements. 

 
12. Evaluate the Department’s selection processes to identify and reduce barriers for women, 

minorities and people with disabilities. 
 

13. Where a disparity exists, review the selection process and approve the hiring decision, 
before an offer is made.  Ensure appropriate justifications for all non-affirmative hires. 
 

14. Support and evaluate the accessibility of the Department’s website and its content. 
 

15. Notify all Division Directors and the Commissioner of the results of quarterly hiring 
efforts identifying the number of justified hires or missed opportunities. 
 

16. Analyze trends in harassment and discrimination complaints and provide applicable 
training to address any trends. 
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X. METHODS OF AUDITING, EVALUATING AND REPORTING 
PROGRAM SUCCESS 

 
 
A. Pre-Employment Review Procedure/Monitoring the Hiring Process 
 
The Department of Public Safety is committed to maintaining a successful affirmative action 
program.  To evaluate the program, the Director of Internal Affairs/Affirmative Action monitors 
all the Unlimited Classified hires and the Non-Competitive Qualifying hires in job groups where 
a disparity exists using the State of Minnesota Monitoring the Hiring Process form.  The Director 
notifies the Division Directors about their hiring practices as it relates to protected group 
applicants quarterly.  This information is compiled by division for each Division Director to use 
to evaluate their hiring. 
 
The Director of Internal Affairs/Affirmative Action reviews all hiring recommendations for 
vacancies filled from an eligible list containing interested protected group members.  Hiring 
supervisors are informed that they are filling a vacancy in a position for which affirmative action 
goals have not been met.  Hiring supervisors are notified that there are protected group members 
on the eligible list and that they must have approval from the Internal Affairs/Affirmative Action 
Director prior to making an offer of employment.  If, after interviews, the supervisor 
recommends hiring a non-protected group applicant, the supervisor must provide a written 
justification for not selecting the protected group individual.  The Internal Affairs/Affirmative 
Action Director reviews the rationale, the position description, the posted job qualifications, the 
protected group member’s application, and any other relevant documentation to determine 
whether to approve the recommendation.  The Director of Human Resources and the Director of 
Internal Affairs/Affirmative Action work together to ensure that no offer of employment is given 
without the necessary approval. 
 
The following procedure is attached: 
Pre-Hire Review Procedure 
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Pre-Hire Review Procedure 
 
State rules governing the statewide affirmative action program specify that a procedure must be 
developed in each agency which “requires pre-employment review of all hiring decisions for 
occupational categories with unmet affirmative action goals.” 
 
This procedure must be followed when there is an underutilization in the job class and your 
preferred candidate is not a protected group member (e.g. female, minority, or person with a 
disability) that would address the underutilization and there are protected group applicants who 
met the minimum qualifications.  
 
Before an offer of employment is made, the hiring supervisor must submit written justification 
and receive approval from the Affirmative Action Officer to proceed with the hiring process.  
 
PROCESS 

1. The Office of Human Resources will: 
a. Notify the hiring supervisor that there is an underutilization and that affirmative 

action goals have not been met for one or more protected group(s) and that 
member(s) of those group(s) are on the eligible list.  

b. Advise the hiring supervisor that they must obtain approval from the Affirmative 
Action Officer if they do not select a protected group applicant and there are 
protected group candidates in the applicant pool. 

 
2. Hiring Supervisor will: 

a. Determine who to interview based on objective criteria including the minimum 
and preferred qualifications posted for the position.  

b. Not interview any applicants who do not meet the minimum qualifications posted 
for the position. 

c. Provide a written rationale based on knowledge, skills, and abilities required for 
the position as provided in the job posting if the hiring supervisor decides not to 
offer the position to a protected group applicant. 

d. Communicate the interview process and selection decision and rationale to their 
supervisor. 

e. Complete the hiring justification form and send it to the Affirmative Action 
Officer. 

 
INFORMATION REQUIRED 

1. Human Resources will provide the hiring supervisor and the Affirmative Action Officer 
with the applicant list and specific instructions on the hiring obligations including 
applicable affirmative action responsibilities. 

2. Human Resources will provide the hiring justification form to the hiring supervisor.  It 
must be completed by the hiring supervisor and provided to the Affirmative Action 
Officer.  This information should also include all individual interview scores and any 
additional ratings for those interviewed including any minimum passing score.  

3. When necessary, the Affirmative Action Officer may require the following additional 
information: 

a. Resumes for the protected group applicants and the preferred candidate. 
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b. Copy of the interview questions, additional exercises and answers for the 
protected group applicants and the preferred candidate. 

 
DECISION  

1. The Affirmative Action Officer will: 
a. Review the rationale submitted by the hiring supervisor and approve or 

disapprove the request to move forward in the hiring process with the selected 
candidate.   

b. Analyze the documentation to determine if the proposed hire will be considered a 
non-affirmative justified hire or if it will result in a missed opportunity. 

i. If necessary, meet with the hiring supervisor and/or their supervisor 
regarding the hiring decision.  

c. Inform the hiring supervisor and Human Resources of the final decisions to 
proceed with the hiring process.  

d. Discuss with the hiring supervisor the implications of bypassing applicants who 
fill an underutilization. 

e. Inform the Commissioner and all Division Directors on a quarterly basis of the 
hiring decisions including any missed opportunities.  
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B. Pre-Review Procedure for Layoff Decisions 
 
The Director of Internal Affairs/Affirmative Action reviews the annual Separation Summary and 
reports to Division Directors the results of this report.  This report is used to determine whether 
there is any disparity between protected group and non-protected group employees with respect 
to separation.  This includes the effects of layoffs.  There were no layoffs in the Department in 
fiscal years 2011-2012.  Layoff decisions are based on budgetary or work reductions.  The 
Human Resources Office records and reports all layoff separations.  The impact of layoffs is 
determined by seniority as required under the applicable collective bargaining agreements.  The 
Director of Internal Affairs/Affirmative Action is consulted to determine any impact on the 
Department’s affirmative action goals. 
 
 
C. Other Methods of Program Evaluation 
 

1. Over the past few years, the Minnesota State Patrol has made significant progress 
towards increasing the diversity within the pool of applicants for new trooper 
positions.  The State Patrol annually establishes direct minority recruitment strategies.  
The State Patrol keeps records of the protected group applicants and how they 
perform during the selection process.  This information is analyzed to determine 
whether any barriers exist in the selection and hiring process. 
 

2. Harassment and discrimination complaint data is tracked and analyzed to determine 
trends which need to be addressed.  In addition, this quantitative data is a means of 
dtermining the success of the agency’s programs. 

 
3. Quarterly hiring data is analyzed and presented to each Division Director and the 

Commissioner’s Office.  Trends are analyzed to determine training needs or 
identification of any barriers which may exist in the selection and hiring process. 
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XI. RECRUITMENT PLAN 
 
The objective of this recruitment plan is to ensure our agency recruitment programs are 
publicly marketed, attract and obtain qualified applicants, enhance the image of state 
employment and to assist in meeting our agency affirmative action goals to achieve a 
diverse work force. 
 
Listed below are various recruitment methods or strategies utilized by this agency during 
the past year. 
 

A. Advertising Sources 
Advertising outlets with a large diverse leadership or clientele are targeted.  Recruitment 
sources used to attract qualified applicants during the previous year were: 

 
Minnesota Management & Budget (MMB) website 
Minnesotaworks.net 
Monster.com 
Careerbuilder.com 
Dice.com 
Rochester Post bulletin newspaper 
Corrections.com 
Copcareer.com 
Execsearches.com 
College and University websites 
Career centers 
Recruitment events 
Job fairs 
Diversity websites 
Diversity Newspapers (Hmong Times, African News, Asian Pages, MN 
Spokesman Recorder, etc.) 
Community Organizations 
High School/College Partnership Programs (LETO) 
Professional Organizations 
Agency Employees 
Direct Email (names in recruitment database) 
Presentations 
P.O.S.T. Website,  
Social Networking (LinkedIn, Facebook, Twitter, minnesotajobnetwork.com). 

 
B. Job and Community Fairs 

It is our intent to attend as many career fairs as possible, focusing on those that have a 
high number of potential diverse candidates.  The Minnesota State Patrol attended 51 job 
fairs and community events in the last reporting year.  In addition, the Department of 
Public Safety attended the Get Jobs Job Fair at Eagan Civic Center sponsored by DEED 
and the Veteran’s Job Fair at Earle Browne Center.  Agency staff have served as mock 
interviewers at these events. 
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In addition, the Department has a presence at many community events, often represented 
by the State Patrol.  The following is an example of some of the events. 
 

Boy Scout State Jamboree 
Somali Summit event St. Paul 
Minnesota Youth Leadership Academy 
LEO Award Ceremony 
Tuskegee Airman Community outreach (Rise Above) 
Selby Avenue Jazz Fest 
CLUES Community Expo 
KAREN Youth presentation x 2 
St. Thomas University Students of Color Symposium 
HIRED Career Fair, targets urban career change persons 
Freedom House Diversity Summit 
MEP 10th grade students, St. Paul Central 
LaborCare Health Fair 
Pine County Safety Days 
Congressman Ellison Neighborhood Job Fair x 2 
St. Paul Housing Career Fair 
Summer Education Teacher Training, presentation to teachers for CLEs 
Touch a Truck, St. Paul inner city youth event 
North Star Council Boy Scouts, ZULU District (Afro Centric scouting) 
Rondo Days 
Cinco de Mayo 
Minnesota Department of Veteran Affairs 

 
C. College and University Recruitment Events 

Besides efforts to make appearances at all of the Minnesota certified law enforcement 
training colleges, Department personnel attend college fairs at those schools that do not 
have a specific law enforcement program.  Because of the nontraditional Trooper hiring 
opportunity, visits at these schools allow the agency to meet a more diverse group of 
potential candidates.  In addition, the Department attended the following college and 
university events: 
 

Government/Public Sector Fair at University of Minnesota 
University of Minnesota Job Fair 

 
D. Recruitment for Persons with Disabilities 

Division Directors are informed that hiring individuals with disabilities is encouraged and 
they are provided resources such as the Department of Employment and Economic 
Development (DEED).  Hiring supervisors are encouraged to consider persons with 
disabilities for each of their vacant positions.  The Department posts its positions with 
Minnesotaworks.net and works directly with DEED. 
 

E. Relationship Building and Outreach 
State Patrol recruiters have attended schools in the Hmong, Somali, Hispanic and Native 
American communities as well as career fairs in urban high schools.  In addition, 
Department personnel have attended community events such as the Hmong Resource 
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Fair, Cinco de Mayo, Somali Community Coyle Center, CLUES, and events at White 
Earth Tribal College. 

 
Many of the Department’s divisions attend school and community events promoting 
public safety.  These opportunities develop relationships and outreach efforts.  The State 
Patrol has focused significantly on its diversity recruitment efforts.  Minnesota requires 
specific peace officer education and skills training for peace officer licensure.  Typically, 
this is obtained through a law enforcement college degree.  An analysis conducted of 
those currently in college programs determined that there was not a sufficient number of 
racial diversity and women in this traditional pool of applicants to significantly increase 
the number of diverse hires in the trooper ranks.  As a result, DPS partnered with 
Minnesota State Colleges and Universities (MnSCU) to create the Law Enforcement 
Training Opportunity (LETO) program, currently called the “Pre Academy,” whereby the 
State Patrol provides the required education and skills training to any qualified applicant 
with a two or four-year college degree, regardless of the degree.  The State Patrol has 
graduated two LETO schools and is currently hiring for the third.  The State Patrol has 
partnered with private and public entities to obtain individuals to serve on the interview 
panel for selection of troopers.  In order to increase diversity of the panel members as 
well as to have community participation, one member of each panel is a member of the 
community.  This is a substantial time commitment generally requiring 3-5 days. 
 
The State Patrol also participates in the Minnesota Youth Leadership Academy, a 
partnership with community organizations and other law enforcement agencies to provide 
mentoring and career opportunities for black or African American male youth.  The State 
Patrol has created a similar program for young women.  They also sponsor a summer 
camp for youth. 
 
DPS utilizes informal recruitment opportunities such as community events to promote 
public awareness of various public safety issues and participates at public safety oriented 
conferences.  These serve as recruiting opportunities for the agency. 

 
The Department has individuals who participate in numerous networking groups 
including: 

 
Twin City Diversity Round Table 
Law Enforcement Opportunity (LEO) group 
Diversity Discussion Group St. Paul 

 
F. Internships 

The majority of internships in the Department of Public Safety occur in the Bureau of 
Criminal Apprehension (BCA)and the State Patrol.  Colleges and Universities and the 
agency website are the primary resources used to recruit for these positions. 
 
The BCA utilizes its website to provide detailed information to the public regarding its 
internship program.  Students are required to submit a State of Minnesota internship 
application; a cover letter outlining career goals, areas of interest and activities; college 
transcripts; and verification from a college advisor that internship is being taken for 
credit.  Students are given some flexibility in scheduling to accommodate class or outside 
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work schedules.  In 2011 the Bureau of Criminal Apprehension had 5 interns in the 
Laboratory and 20 interns in the Investigations Unit.   To date in 2012 there have been 6 
interns in the Laboratory and 17 interns in the Investigations Unit. 
 
State Patrol internships are reserved for those who are in certified Minnesota law 
enforcement training.  Diverse candidates are targeted at these institutions as potential 
State Patrol interns.In 2011 the State Patrol had 6 interns and has had 7 interns to date in 
2012.  Other divisions also utilize interns on a more limited basis. 

 
G. Supported Employment (M.S. 43A.191, Subd. 2(d)) 

This agency supports the employment of individuals with disabilities and will review 
vacant positions to determine if job tasks can be performed by a supported employment 
workers.  We will work with community organizations that provide employment services 
to people with disabilities to recruit for these positions.  There are service worker 
positions utilized at the BCA. 
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XII. RETENTION PLAN 
 
 

A. Person Responsible for Agency’s Retention Program/Activities 
 
Rachel Bangasser, Personnel Director 2, is responsible for the Department of Public 
Safety’s Retention Program/Activities. 

 
 

B. Separation and Retention Analysis by Protected Groups 
 
The Director of Internal Affairs/Affirmative Action analyzes the annual separation data 
to determine whether gender, ethnicity or disability status appeared to play a role in the 
separation of employees.  This information is also analyzed for workforce planning 
purposes.  While statistics cannot determine the reasons for a particular action, if the 
numbers reflect unexpected results, it is a starting point to gather more information 
regarding a particular set of separations.  This analysis focuses on dismissal or non-
certification, resignation and retirement as reasons for separation.  There were no layoffs 
in fiscal year 2011 or 2012. 

 
In addition to considering gender, ethnicity and disability status, the EEO work group 
was also considered to analyze the data.  This is an important consideration to determine 
whether a particular work group is prone to increased separation based on gender, 
ethnicity or disability status.  In fiscal year 2011 and 2012, there were more resignations 
and retirements than there were in fiscal year 2009.  In fiscal year 2009, 93 employees 
resigned or retired.  There was a significant difference based on gender.  For example, 29 
women either resigned or retired while 64 men resigned or retired.  However, 
significantly more men retired as compared with women while slightly more women 
resigned as compared with men.  This may be explained by the greater number of men in 
the Protective Services job group who retire at age 55.  A greater number of women work 
in job groups that do not have a mandatory retirement age.  In fiscal year 2010, 93 
employees resigned or retired.  This is consistent with the previous year.  There was no 
significant difference when compared by gender, ethnicity and disability status.  For 
example, 40 women either resigned or retired while 53 men resigned or retired.  As is 
consistent over the past years, more men retired than resigned while more women 
resigned than retired.  This continues to be explained by the greater number of men in the 
Protective Services job group who retire at age 55.  A greater number of women continue 
to work in job groups that do not have a mandatory retirement age. 
 
In fiscal year 2011, 126 employees either resigned or retired.  In fiscal year 2012, 138 
employees either resigned or retired.  This significant increase in resignations and 
particularly retirements is explained by the state shudown in 2011 and the early 
retirement options available to state employees.  When compared by gender, in fiscal 
year 2011, significantly more woman (13 resignations compared to 36 retirements) 
retired, while in 2012, they were approximatley equal.  Again, this can be explained by 
the early retirement options available.  In contrast, in 2011, 31 men resigned but 46 
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retired.  However, in 2012, 24 men resigned and 55 men retired.  This continues to be 
explained by the greater number of men in protective service jobs who retire at age 55. 
 
In fiscal year 2011, there were 13 dismissals or non-certifications and 7 of these were 
women.  The greater number of dismissals or non-certifications of women occurred in the 
Office/Clerical EEO job group, a job group which is female dominated and where a large 
number of positions are entry-level and account for a significant number of non-
certifications due to performance standards.  In fiscal year 2012, there were 5 dismissals 
or non-certifications and 4 of these were women.  A majority of the dismissals and non-
certifications occurred in the Office/Clerical job group.  There was not a significant 
number of minority or disabled employees who were dismissed or non-certified.  All 
dismissals and non-certification decisions are approved by the Labor Relations Director.  
The Directors of Human Resources and Internal Affairs/Affirmative Action will continue 
to monitor the effect of dismissals and non-certifications on the number of women 
employees over the next two years. 
 
There were no significant differences between resignations and retirements based on job 
group except in the case of the Protective Service job group and Office/Clerical job 
group.  The Protected Service job group had a significantly greater number of men who 
retired.  Again, this is likely due to the early retirement opportunities and the greater 
number of men of retirement age in this job group.  In 2011-2012, 70 men retired in the 
Protective Service worker job group as compared to 5 women.  In the same 2 year period, 
35 women retired from the Office/Clerical job group as compared to 3 men. 
 
Annual separation information will continue to be monitored to determine whether any 
trends exist and whether recruitment and retention efforts have been successful. 

 
 

C. Methods of Retention of Protected Groups 
 

The Minnesota Department of Public Safety recognizes that investment in human 
resources is the best way to ensure an efficient and talented workforce.  Many of the 
positions in the Department are skilled jobs that require high levels of experience and 
training.  To retain our employees, the Department invests in individual employee 
development.  Every supervisor is encouraged to afford their subordinates an individual 
development plan established as part of the employee’s annual performance review.  This 
plan may identify training and development opportunities for that individual. 
 
The Department offers various other training opportunities, as published in the DPS 
Training Catalogue, throughout the year for employees to develop new skills or maintain 
existing ones. There are currently over seventy offerings within this catalogue available 
for all employees. 
 
The Department recognizes that employees are the Department’s number one asset and 
there must be a supportive environment of motivation.  To accomplish this, the 
Department has an Employee Recognition Program to recognize employees’ efforts to 
stimulate employees to take pride and satisfaction in their jobs and recognize each others 
accomplishments. 
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The Department strives to create and maintain a safe and respectful work environment.  
To ensure such an environment, all employees are held accountable for their own actions 
and expected to adhere to the Department’s policies.  All new employees are trained in 
respectful communication in the workplace and the prevention of discrimination and 
harassment.  Managers and supervisors are held accountable to ensure that affirmative 
action programs are implemented including efforts to affirmatively retain and promote 
protected group employees. 
 
The Department makes every effort to retain its protected group employees.  All 
employees separating from DPS employment are requested to complete an exit interview 
to afford the employee the opportunity to provide the Department with input relative to 
experiences, feelings and perceptions upon the employee’s departure from the 
Department.  This assists the Department in its efforts to identify areas of strengths and 
weaknesses that should be addressed and to continually improve the work environment.  
The Director of Internal Affairs/Affirmative Action follows up with each former 
employee who indicates on the exit interview questionnaire or during an exit interview 
that the employee felt unfairly treated based on a protected group status. 
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Policy 4091 Exit Interview 
 
Policy: Exit Interview 
Number: 4091 
Applicability: Department Managers, Supervisors, and Human Resources 
Maintained by: Human Resources 
Originated:  8/8/08 
Effective:  1/24/12 
 
 
Purpose 
The purpose of this policy is to establish a process by which employees are givenan opportunity 
to provide the Department of Public Safety (DPS) with input relative to their experiences, 
feelings, and perceptions upon departure or transition. 
 
 
Definitions 
HR Director -  
The agency’s full-time employee who has primary responsibility for maintaining and enforcing 
all human resource related matters. 
 
Internal Affairs/Affirmative Action (IA/AA)Director -  
The agency’s full-time employee(s) who has primary responsibility for developing and 
maintaining the  Affirmative Action Plan and investigating complaints alleging harassment and 
discrimination.  The IA/AA Director serves as the agency’s Affirmative Action Officer. 
 
Neutral Human Resources Employee -  
1)  The Human Resources Director; 2) the Staffing Supervisor; 3) the Labor Relations Manager; 
4) a Human Resource staff member. 
 
Exiting Employee -  
All employees who are separating from permanent and/or intermittent employment with the 
agency for the following reasons: voluntary separation, voluntary and involuntaryretirement, 
layoff, or transfers, either out-of-agency or out-of-division. 
 
 
Policy Statement 
• It is the policy of the DPS to encourage the participation in exit interviews of all employees 

who are separating from permanent and intermittent employment for the following reasons: 
voluntary separation, voluntary and involuntary retirement, layoff, or transfers, either out-of-
agency or out-of-division. 

 
 
Responsibilities 
 
DEPARTMENT ADMINISTRATORS, SUPERVISORS, and HUMAN RESOURCES 
STAFF 
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• Implement and enforce this policy 
• Encourage exiting employees to complete the exit interview form and/or have a verbal 

interview with neutral Human Resource employee 
 
HR DIRECTOR  

• Implement and enforce this policy 
• Encourage exiting employees to complete the exit interview form and/or have a verbal 

interview with a Human Resources employee. 
• Maintain records of all completed exit interview forms and summarized notes in 

accordance with the Minnesota Government Data Practices Act  
• Compile statistical data, based on completed forms and notes taken during interviews, to 

identify patterns of separation 
 

 
Procedures  
Exit interviews assist the agency in its efforts to identify areas of strengths and weaknesses that 
should be addressed and to continually improve the work environment.Although the procedure is 
voluntary, DPS encourages the exiting employee to complete the exit interview form and/or have 
a verbal interview with a Human Resources employee.  
 
The exit interview process shall consist of the completion of an exit interview form, and/or an 
opportunity to have a verbal interview with a neutral Human Resources employee. 
 
The agency shall adhere to the following procedure whenever an employee is voluntarily 
separating from permanent or intermittent employment or transferring either out-of-agency or 
out-of-division: 
 

1. The exiting employee shall notify his/her immediate supervisor of his/her anticipated 
separation date. 

 
2. The exiting employee’s immediate supervisor shall follow standard protocol on informing 

their Personnel Officer of the separating/transferring employee’s name and the 
anticipated separation/transfer date. This notification should occur as soon as possible.  

 
3. The Human Resources will immediately forward the exit interview form, policy and the 

Commissioner’s exit interview cover letter to the exiting employee.  These materials shall 
be forwarded to the exiting employee no later than five working days after the date the 
Personnel Officer received notification of the exiting employee’s anticipated separation 
from the agency or transfer to a new division. Human Resources will make at least two 
attempts in contacting exiting/transitioning employees about returning exit interview 
form. 

 
4. The supervisor or manager shall inform the exiting employee about the value and 

importance of the exit interview process.  
 

5. The exiting employee will complete the exit interview form and/or verbal interview with 
a neutral Human Resources employee.  
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6. The interviewer will take notes of and summarize comments made at or during the verbal 
exit interview. Once the exit interview form has been completed and/or the interviewer 
has conducted the verbal interview, the completed original exit interview form and 
original notes may be forwarded to the Human Resources Director.  These documents 
will remain confidential and will not leave Human Resources or become part of a 
personnel file. If there is an equal opportunity or diversity related concern, it will be 
discussed with the IA/AA Director. At that time the IA/AA Director may evaluate the exit 
interview forms and notes to determine if an investigation is necessary. 

 
 
Date this policy was last revised: 
 
Approved for implementation and distribution by Commissioner:  Ramona Dohman 
 
 
Date:  1/24/12 
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Minnesota Department of Public Safety Employee Exit Interview 
 
We believe that your input is very important and will be valuable to our agency to analyze employee 
satisfaction, retention, and turnover.  We sincerely appreciate you taking the time to answer the following 
questions.  Please be as honest as possible; your response will be strictly confidential and will not become 
part of your personnel file.  These exit interview forms will not leave Human Resources.  Thank you in 
advance for your assistance! 
 
Name:___________________________________ DPS Start Date:________________________________ 
 
Division:_________________________________ Departure Date:________________________________ 
 
Position or Classification:___________________ Supervisor:____________________________________ 
 
Status:  Full Time ☐ Part Time ☐ Status:  Permanent ☐ Temporary ☐ 
 
Change:  Leaving Division ☐ Leaving DPS ☐ 
 
Check any of the following that prompted you to leave your position at Department of Public Safety (DPS). 
 
 ☐Type of work ☐Quality of supervision 
 ☐Rate of Pay ☐Working conditions/Culture 
 ☐Lack of recognition ☐Family circumstances 
 ☐Lack of opportunity for advancement ☐Conflict with other employees 
 ☐Division’s Business/Production Goals ☐Commuting distance 
 ☐Job security ☐Health 
 ☐Self-employment ☐Moving from the area 
 ☐Retirement ☐Other: 
 
What is the most significant factor that influenced your choice in leaving your position? 
 
 
Before making the decision to leave your position, did you investigate other options that would encourage you 
to stay with your current division or the Department of Public Safety?  ☐Yes ☐No  If yes, please describe: 
 
 
What are your thoughts on the following: 
 
 Excellent Good Fair Poor Comments 
Base Salary  ☐ ☐ ☐ ☐ ______________________________ 
Medical Insurance ☐ ☐ ☐ ☐ ______________________________ 
Dental Insurance ☐ ☐ ☐ ☐ ______________________________ 
Vacation  ☐ ☐ ☐ ☐ ______________________________ 
Sick time  ☐ ☐ ☐ ☐ ______________________________ 
Retirement options ☐ ☐ ☐ ☐ ______________________________ 
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Please rate the following items based on your position: 
 
 Strongly Disagree Agree Strongly Comments 
 Disagree   Agree 
Overall, this job has been rewarding. ☐ ☐ ☐ ☐ _____________________ 
Job was challenging.  ☐ ☐ ☐ ☐ _____________________ 
My skills were used effectively. ☐ ☐ ☐ ☐ _____________________ 
Job orientation was effective.  ☐ ☐ ☐ ☐ _____________________ 
Training was beneficial.  ☐ ☐ ☐ ☐ _____________________ 
Adequate equipment and resources  
were available.  ☐ ☐ ☐ ☐ _____________________ 
Work load was usually reasonable. ☐ ☐ ☐ ☐ _____________________ 
Job stress was manageable.  ☐ ☐ ☐ ☐ _____________________ 
 
 
On a scale of 1 to 10, please rate your overall job satisfaction, from the position you are leaving: 
 Very  Very 
 Dissatisfied Satisfied 
 1 2 3 4 5 6 7 8 9 10 
 ☐ ☐ ☐ ☐ ☐ ☐ ☐ ☐ ☐ ☐ 
 
 
Please rate the following items based on the interactions with your work environment: 
 
 Strongly Disagree Agree Strongly Comments 
 Disagree   Agree 
Work environment is safe.  ☐ ☐ ☐ ☐ _____________________ 
Work environment is comfortable. ☐ ☐ ☐ ☐ _____________________ 
Work environment is appropriately 
equipped.   ☐ ☐ ☐ ☐ _____________________ 
Division was adequately staffed. ☐ ☐ ☐ ☐ _____________________ 
I got along well with coworkers . ☐ ☐ ☐ ☐ _____________________ 
Division had good internal collaboration. ☐ ☐ ☐ ☐ _____________________ 
Division had good internal collaboration 
with other DPS divisions.  ☐ ☐ ☐ ☐ _____________________ 
Communication within my department 
(work unit) was good.  ☐ ☐ ☐ ☐ _____________________ 
Communication within the overall division 
was good.   ☐ ☐ ☐ ☐ _____________________ 
 
What did you like most about this job and/or this division? 

What did you like least about this job and/or this division? 
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What could be offered at DPS or in this division to make you stay in this position? 

Please rate the following items on the interactions with your immediate supervisor: 
 
 Strongly Disagree Agree Strongly Comments 
 Disagree   Agree 
Supervisor demonstrated fair and equal 
treatment.   ☐ ☐ ☐ ☐ _____________________ 
Supervisor was available to discuss work- 
related concerns.  ☐ ☐ ☐ ☐ _____________________ 
Supervisor maintained consistent practices. ☐ ☐ ☐ ☐ _____________________ 
Supervisor acted promptly on complaints 
and suggestions.  ☐ ☐ ☐ ☐ _____________________ 
Supervisor was helpful and competent. ☐ ☐ ☐ ☐ _____________________ 
Supervisor recognized my contributions to 
the division and DPS.  ☐ ☐ ☐ ☐ _____________________ 
Supervisors communication was 
transparent and clear.  ☐ ☐ ☐ ☐ _____________________ 
I got along with my supervisor.  ☐ ☐ ☐ ☐ _____________________ 
I received performance reviews on a yearly If not, how often? 
basis.   ☐ ☐ ☐ ☐ _____________________ 
My performance feedback was useful AND 
created development opportunities. ☐ ☐ ☐ ☐ _____________________ 
My supervisor had a clear understanding of 
my career goals.  ☐ ☐ ☐ ☐ _____________________ 
 
Please write any additional comments about your supervisor. 

Please write any additional comments about the director or other members of the management team. 

Do you have any suggestions for improving employment at DPS? 

Based on your experiences, would you recommend DPS to a friend as a good place to work? ☐Yes ☐No 
 

 


